
... ... .. . . . . _-_. . ~. . . . . . L  -_ 
c 

INSTRUCTIONS: See Publication No. 76-!?M-1 for Instructions on completing this form. Forward rim a-igind 
Oemment of Ardivn and History, Recprds Managermnt Division, 330 Capital Avenue, Atlanta. Georgia. 30334. I Amtion:  Schedulina %don. - 

I. AnmcvAddnrr ma RECORDS MARAGEMEWI usti 
Department of Human Resources  
Division of Phys ica l  Hea l th  
C o m u n i  t y  Tubercu los i s  Control U n i t  
Bldg. 512; Northwest Ga. Regional Hos 

I 1. E m b ~ ~ a  Rotmtion schedule: record will continw toaccumulate. 

Tubercu los i s  C o n t r o l  C l i e n t  Records (see a t t a c h e d  listing) 
t o  d a t e  

I zL2Il-l B, DIuisbn m d  Offla F u d o n  
The Division of Phys ica l  Heal th  p r o v i d e s  d i r e c t i o n ,  coord ina t ion  and advocacy for mu1 t i f a c e t t  

m b l i c  h e a l t h  program responsive to changing d i s e a s e  patterns. 
*ere are three major a c t i v i t i e s  of the Division invo lved  i n  p r o v i d i n g  h e a l t h  services to the 
cit izens o f  Georgia; The Local Heal th  A c t i v i t y ,  the F a m i l y  Heal th  A c t i v i t y  and the Conmunit! 
Heal th  A c t i v i t y .  

whose f u n c t i o n  i s  the r e d u c t i o n  of the i n c i d e n c e  of  t u b e r c u l o s i s  i n f e c t i o n  th rough  the t r e a t -  
ment of persons who a r e  a b l e  to infect others, and through the p r e v e n t i v e  t r e a t m e n t  of non- 
i n f e c t i o u s  i n d i v i d u a l s  who become i n f e c t e d .  To  accomplish these objectives, i n f e c t e d  person2 
must  be i d e n t i f i e d  and eva lua ted  and gi#en p r e v e n t i v e  treatment i f  i n d i c a t e d ;  and persons whc 
a r e  suspec ted  of hav ing  t u b e r c u l o s i s  must be i d e n t i f i e d ,  eva lua ted  and moni tored  to see i f  
there i s ,  i n  f a c t ,  i n f e c t i o n  or d i s e a s e  p r e s e n t .  

7. R#wd %ria b i p t i o n  T h i s  file contains the following documents (indude fwm numbers and tit&, if any): 
Am& samples of the file. 

Documrnts relating to: 

What is the fundon of th. Division and the Offia in which thi5 record rrria is crrr-7 

To accompl ish  this purpose 

The  Community Tubercu los i s  Control U n i t  i s  one f a c e t  of the Community Health A c t i v i t y  

See A t tached .  
lnduded am: 

L 

8. Monthly Rderena Rate How often are records referred to which are: 

Ona to six monrhs OM -- :: .Seven to twelve months old 
twentv-five months and alder ? 

&; Thirteen to twcnty-fOW month old . .  
- I 

9. h n w l  Ram of h m u l a t i a n  of R w r d a  
Lrnw*m drawm : Logal-Sim drawers ; shelves ; 0th.r (WsI'fy) 

.I 

I 
&n-Bo-fi, aw. 7 0  (owl - - _ .  ~ - ._ 





Tuberculosis Control X-Ray Screening - F i  1 es 
Documents r e l a t i n g  to  de te rmin ing  i f  years;  then d e s t r o y .  
per sons  screened i n  a n  X-ray C l i n f c  
are i n f e c t e d  or diseased w i t h  tuber-  
c u l o s i s .  

Inc luded  are X-ray f i l m s  f r o m  County t r a n s f e r  to S t a t e  Records Center, h o l d  8 
X-ray C l i n i c s  and p r i v a t e  p h y s i c i a n s .  years  then d e s t r o y .  

F i l e s  a r e  arranged w i t h i n  two sec- 
tions, positive and n e g a t i v e ,  there- State  guidelines. 
under b y  patient ident i f ier .  

Negat ive  - Cut  o f f  f i l e  a t  the end of the 
calendar  year;  ho ld  i n  current f i l e s  area 3 

Positive - U p o n  d e c l a r a t i o n  the p a t i e n t  i s  
i n a c t i v e ,  p l a c e  X-ray i n  the inactive f i l e ,  
hold  7 y e a r s  i n  current f i l e s  area then 

X-rays t o  be r e c y c l e d  accord ing  to  current 

Basic TE Service Record 
Negat ive  - Upon r e c e i p t  of negative test 
r e s u l t s ,  p l a c e  document i n  negative r e s u l t s  
area, cut  o f f  f i l e  a t  the end of each calendar 
year;  h o l d  i n  c u r r e n t  f i les  area  3 years;  then 

77- 2 19- Pt 
Tuberculosis Suspec t  F i l e s  
Documents r e l a t i n g  t o  i d e n t i f y i n g  
and l o c a t i n g  persons  suspec ted  of 
being infected w i t h  t uberCu los i s .  

Included are Bas ic  TE Service Record d e s t r o y  . 
f icat ion of Disease  (NCLC- HEW, HSM Positive - U p o n  r e c e i p t  of positive test 
4.337);  TB C u l t u r e  I d e n t i f i c a t i o n ;  r e s u l t s ,  p l a c e  document i n  positive r e s u l t s  
Weekly Laboratory I n f e c t i o u s  Agent area, cut o f f  f i l e  a t  the end of the calendar 
Repor t  (3082); reference t y p e  m a t e r i a l  year ,  h o l d  i n  current f i les  area  7 years;  
i n c l u d i n g  correspondence, phys i c ian ’ s  then des troy .  
memoranda and notes and s i m i l a r  and 
r e l a t e d  inform tion. 

F i l e s  are arranged w i t h i n  two section;,CbS.J 

IPD 5.3) I n t e r s t a t e  Rec iprocal  N o t i -  

I n t e r s t a t e  Rec iprocal  N o t i f i c a t i o n  o f  D i s e a s e  
C u t  
h o l d  i n  current f i les  area 3 years ;  then d e s t r o y  

TB C u l t u r e  I d e n t i f i c a t i o n  

o f f  f i l e  a t  the end of the calendar  w r ,  

thereunder  a l p h a b e t i c a l l y  b y  name. %I 

. Positive - Place  i n  TB Case F i l e  

Negative_ - Upan r e c e i p t  of  n e g a t i v e  test results 
p l a c e  document i n  n e g a t i v e  r e s u l t s  a r e a ,  cut-off 
f i l e  a t  the end of each  c a l e n d a r  year;  ho ld  i n  
current f i l e s  area  3 years:  then d e s t r o y .  

Weekly Laboratory Infectious Agent  Repor t  - 
D e s t r o y  when no longer  needed for reference. J77- Ib2- F) 

Tuberculosis Contact F i l e s  
Documents r e l a t i n g  to i d e n t i f y i n g  

Tubercu los i s  I n t e r v i e w e k * s  Sheet - 
Destroy  when’computer report i s  verif ied,  

contacts to  diagnosed c a s e s  of in- 
f e c t i o u s  t u b e r c u l o s i s .  Preventive Treatment Roster 

Included a r e  TB Interviewer’s Sheet h o l d  i n  c u r r e n t  f i l es  area  5 years;  then 
(DO 5.10); Preventive Treatment d e s t r o y ,  
R o s t e r  and s i m i l a r  and r e l a t e d  
i n f o m a t i o n .  

Cut-off f i l e  a t  the end of the f i s c a l  year;  

i - 



f .  . .  
77-15 t l -A  

T u b e r c u l o s i s  Control Program Manage- 
m e n t  E v a l u a t i o n  --- Files- h o l d  i n  c u r r e n t  f i l e s  a r e a  5 y e a r s ;  then retire 
Documents r e l a t i n g  t o  e v a l u a t i n g  pro- 
gram e f f e c t i v e n e s s  w i t h  a v i e w  t o  mak- 
i n g  program improvements.  Inc luded  ' 
a r e :  f o r m s  p r e s c r i b e d  b y  U n i t e d  
S t a t e s  De-rtment of Heal th ,  Educat ion ,  
and Welfare, P u b l i c  H e a l t h  Service, 
Center for D i s e a s e  Control, Bureau 
of S t a t e  Services, T u b e r c u l o s i s  
Control Division: CDC 5.62 (Summary 
R e p o r t  - I n d i c e s  of Drug Therapy) ;  

. CDC 5.61 (Summary Repor t  - Index 
of B a c t e r i o l o g i c  Conversion of Sputum); 
CDC 5.63 (Sumnary Repor t  - Complet ion of 
Prevention Treatment ) ;  CDC 5.4018-5 
( f i b e r c u l o s i s  Prcgram Management Re- 
port - C o n t a c t  and O t h e r  I n f e c t e d  
Persons Under S u p e r v i s i o n ) ;  CDC 
5.4018.1 ( T u b e r c u l o s i s  Program 
Managment R e p o r t  - Case R e g i s t e r ) ;  . and CDC 5.1393 (Annual T u b e r c u l o s i s  
S t a t i s t i c a l  Summary). The f i l e  i s  
arranged b y  f i s c a l  y e a r .  

C u t - o f f  f i l e  a t  the end of the f i s c a l  year;  

t o  S t a t e  Archives fo r  p e r m n e n t  retention. 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

4. Dates of Series 
Earliest Latest 
1972 I To da te  

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE 
Department of Human Resources 

5 /24 /77  Division of Physical Health 

5. Records Series Title (followed by title used in office: if different) 

Tuberculosis Contact F i l e s  

Application Number Community Tuberculosis Control Unit Dam Heceived Date Completed 
- 

Bldg. 512, Northwest Ga. Regional Hosp. MAY 2 7 1977 1 JUN 2 2 1gn DHR-145 Rome, Ga. 30161 

Included are: 
PD 5.10 - Georgia Department of Human Resources Tuberculosis Interviewers Sheet (Rev. 1-7 
CDC 5.4018-5 -Department of HEW, Public Health Service Center fo r  Disease Control, Burea 

of Sta t e  Service Tuberculosis Control Division: Tuberculosis Program 
Management Report Contact and Other Infected Persons Under Supervision - 
(Rev. 9-75) 

PD 5.'3 - Basic TB Service Record' (Rev. 1-75) 
HSM 4.337 (CDC) - I n t e r s t a t e  Reciprocal Notif icat ion of Disease (Rev. 10-7 

Form letters and other  correspondence; key punch cards; summary Other papers and records: 
Alphabetically, by name, within counties arranged alphabetically, 

8. Monthly Referenca Rate How often are records referred to which are: 

One to six monthsold6/mo. 
twenty-five months and older2/-? 

; Seven to twelve months old 6/mo; Thirteen to twenty-four months old 'lm0 * ; 

of Aceumulatlo~f Remrds 
Letter-size drawers ; Leual-sizs drawers ;Shelves ; Other I&fy) One 

I 
AR-50-71; Rw. 70 
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1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administratiw need .yean. 
c. Federal law -years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulatiovs. Explain administrative need. 

2 ADoroved Disposition Instructions This agency recommends tha t  the file series be cut orf at thb end of each: 
0 Calendar Year; a Fiscal year; 0 Other men, 

G Hold in the current files area month(sl 5 vear(r); then 
S% Transfer to local holding area, hold -year($); then 
0 Transfer to State Records Center: hold a Destroy. 
U Trensfer to State Archives for permanent retention. 
0 0 t h  lspecifvl 

year(s): then 

Thdsb instructions apply to a l l  prior and future accumulations o 

:ecommendationt in para- 
vaph 12 ate approved. 
‘f dikpproved. attad, l a m  
f explanstion.) 


